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-. ~~ Taylor, ~~ ~ ~ ~~ Andy ~~ 

From: jsearle@doe.kl2.ga.us 1 
Sent: Monday, August 20,2001 4:48,PM 
To: astaylor@sos.state.ga.us 

Subject: Governors' Honors Program Selection Process Files (77-448-A) 

Dear Mr. Taylor: 

At this time, I am requesting that the procedure for archiving the Governor's Honors Program (GHP) Selection 
Process Files (Application Number 77-448-A) be terminated, for the following reasons: 

(1) GHP is a six-week, summer residential program. The files we are archiving are selection process files. 
Following the conclusion of the program, the files no longer serve a purpose. The program is over. Thus, it is 

no longer deemed necessary that we retain the selection process files. 

(2) Retaining these files in the Department of Education for one year before sending them to archives, requires 
that we reserve a storage space of considerable size. Space is at a premium. 

Our preference is that we destroy these files upon completion of the summer program annually 

Please contact me if you have questions or concerns. 

I appreciate your consideration of this request; and, I look forward to hearing from you 

Joe Searle. Director 
Governor's Honors Progr 
1770 Twin Towers East 
Atlanta, Georgia 30334- 
(404) 657-01 83 
(404) 657-7096 fax 

8/2 1/2001 



FOR AGENCY USE 
Application Date 

FOR RECORDS MANAGEMENT USE 1. Aaency Address 
Department o f  Educat ion . Application Number 
D i v i s i o n  o f  Curr icu lum Serv ices 7 7- 4 Y G- A 

Application Number 

1964 I t o  Date IGovernor 's  Honors Program S e l e c t i o n  Process F i l e s  
6. Division and Office Function What is the function of the Division and the Office in which this record series is  created? 

. .  1 1 1 -  

Date Rseeivad Data Completed 
Governor's Honors Program 
1954 Twin Towers East  
A t lan ta ,  GA. 30334 

4. D8tesofSeri.s 
Earliest Latest 

Documentrrelating to: Rece iv ing  and rev iew ing  nominat ions and compi l ing  nominee, f i n a l i s t ,  
a l t e r n a t e  and r e j e c t i o n  l i s t s  f o r  Governor 's Honors Program. 

hhdedare: 1. STUDENT FILES - Nomination Forms, l e t t e r s  t o  F i n a l i s t s  and A l te rna tes ,  
Student Withdrawal L e t t e r s ,  Parent /Student  Consent Forms and I n t e r v i e w e r  
Score Sheets and r e l a t e d  correspondence. 

LOCATOR CARDS - an index ing  system f o r  l o c a t i n g  i n d i v i d u a l  s tuden t  f i l e s  
l o c a t e d  w i t h i n  a School System F i l e  by Sub jec t  Area. 

2. 

; Thirteen to twenty.four months old 1 ;  

Letteriize drawers ~ ; Legalsize drawers 

AR-so-71; RW. 7e 

5. Records SIIh Title (followed by title used in office; if different) 

The G o v e h o r ' s  Honors Program U n i t  p rov ides  a f l e x i b l e  educat ion program t o  meet t h e  needs 
o f  many o f  Georg ia 's  g i f t e d  and t a l e n t e d  s tudents through a summer program t o t a l  l e a r n i n g  
exper ience on one o r  more o f  ou r  c o l l e g e  campuses. The program i s  designed t o  p rov ide  ' 

' g i f t e d  t e n t h  and e leven th  grade s tudents e n r o l l e d  i n  Georg ia 's  p u b l i c  and p r i v a t e  secondary 
schools c h a l l e n g i n g  and e n r i c h i n g  educat iona l  o p p o r t u n i t i e s  n o t  u s u a l l y  a v a i l a b l e  i n  t h e i r  
r e g u l a r  school  exper ience. The program i s  designed t o  a s s i s t  s tudents  i n  recogn iz ing  t h e i r  
p o t e n t i a l  and empower them as l i f e - l o n g  independent l ea rne rs .  



- - 
-__ ES I NO I 10. Qu&nnrire (Place i X" In the proper column) - t. a. Is this the official copy of the series? 

Ormation requiring secur 

1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 3 years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or exart of laws or regulations. Explain administrative need. 
e. Th i s  s e r i e s  i s  ma in ta ined t o  p rov ide  c o n t i n u i t y  i n  a d m i n i s t e r i n g  t h e  Governor 's Honors 
Program. 

2. Approved Dirporition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; 0 Fiscal Year; &I Other *School Year then, 

(*August 1 - J u l y  31) 
Ib Hold in the current files area month(s) 1 yeark); then 
0 Transfer to local holding area; hold 
Ib Transfer to State Records Center; hold - L - y e a r ( s ) ;  then 
Ib Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISpecify) 

yearb); then 

, 

Then 'instructions apply to a l l  prior and future accumulations of the series. 

/ 

3ecommendations in pare- 
paph 12 are approved. 
Yf disappmn?d, .nod, letter 
tf expkrution.) 
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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

v f 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
REC@RDS MANAGEMENT DIVISION 

~ 

3plication Date 

pplication Number 

-~ 

INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing this form. Potward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Schedulina Section. 

Department of Education Application Number 

Division of Curriculum Development and 7 7- 8 - A 
Pupil Personnel Services Date Received Date Completed 

1956 TwkLTnwPra E?&Atlanta&a.?O??L SEP lgM I lgS4 
Governor's Honors Program 

-~ -~ ~~~~ ~~~~~~~~~~ ~ ~ ~-. 

- 
I 

FOR RECORDS MANAGEMENT USE FOR AGENCY - U S E 1  -. 1. Agency Address _ _  __ 

. Dates of Series 
arliest Latest 

5. Records Series Title (followed by title used in oqice; if different) 

NO~~&OCZ 
1964 I t o  date I Governor's Honors Progran)rlFiles 
. Division and Office Function What i s  the function of the dvkion and the Office in which this record series i s  created? 

NO CHANGE 
____ 

. RecodSerier Description 

Documents relating to: 

-_- 
This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

-- No Cha- 

Included are: 
No Change 

File i s  arrange 

I. Monthly Reference Rate How often are records referred to which are: 

One to six months old - ; Seven to twelve months old 

b. Annual Rate of Accumulation of Records 
Letter-size drawers ; Legal-size drawers ; Shelves ; Other (specify) 

; Thirteen to twenty-four months old 

~ _ _ _ _ _ . ~  twenty-five months and older ? 

R--50-71: Rev. 76 I0-r) 



r , 
'-4 - 

1 1 1  =_lo 10. Questionnaire (Place an "X" in thegroper column) 
a. Is  this the official copy of the series? 

If not. where is  it? 
b. Does the series contain confidential information requiring security handling? If yes, c ik  law or regulation. 

Y 

K I - 

on contained in this series ever analyzed andlor recorded in a summarized report? 

1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period -years. 
years. 

c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

b. Statute of limitation - years. e. Administrative need 3 

NO C~ANGE 

2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; Fiscal Year; 0 Other then, 

0 Hold in the current files area month(s) yeark); then 
0 Transfer to local holding area; hold 
IX Transfer to State Record; Center; hold 3 year(sl; then 
El Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

-- yeads); then 

, 

These instructions apply to a l l  prior and future accumulations of the series. 

Qeny Hesdl&signee (Signature) I Date- A - Records -- .- Manpment -. - Officer - . (S@nature) Date 

- State Records Committee (Signature) Date 
temrnmendations in para- 

I f  disaDDmved. attach letter I . I  

raph 12 are approved. 1 idx/rf 
1 Secretary of StatelDesignee I b % U w * / (  I l * b  IV 



Department of Education 
Div. of Curriculum Development and Pupi 

2. Par&to Contact 

Earliest Latest 

1964 I to date Governor's Honors Program Nominations Files 
6. Division and p i c e  Function 

- 
What is the  function of the Division and the Office in which this record series is created? 

The Governor's Honors Program Unit Provides a flexible education program to meet the 
needs of many of Georgia's gifted and talentd students through a summer program total 
learning experience on one or more of our college campuses. 

rgaret 0. Bynum Consultant 656- 2414 

rJt Estaoiisn Retention Schedule; record will continue to accumulate. 
0 Dlrwse of oresent accumulation: no further accumulation anticipated. b. -. _ _  

c. 0 Amend Application No. Check One: 0 Change: 0 Supercede; 0 Void 
4. Dates of Series I 5. Records Series t i t l e  (followed by title used in office; if different) 

Documents relating to: Receiving 1 g nominee, finalist, alternate and rejectFdn lists 
for the Governor's Honors Program. 

Included are: Nomination forms, public relatiom forms, altergate forms, reject forms, 
withdrawal forms and relate,d correspondence. 

File is arranged: Chronologically by year; thereunder alphabetically by student. 

1 
One to six months old 
twenty-five months and older&? 

; Seven to twelve months old ; Thirteen to twenty-four months old 



11. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 3 y e a r s .  
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

e. This series is maintained to provide continunity in administering the Governor's 
Honors Program. 

12 ADMvrved Disposition Instruction$ This agency recommends that the file series be cut otf a t  tht end of each: 
0 Calendar Year: a Fiscal rear; 0 Other 

month(s) 1 year(s); then 

then, 

Hold in the current files area 
0 Transfer to local holding area, hold 

Transfer to State Records Center; hold Ayes+); t h y  
lIPDestroyJ EXCEPT that for years ending in 4 and 9 transfer one cubic foot to 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeads); then 

State Archives for permanent retention. 

I These instructions apply to al l  prior and future accumulations of the series. 
/ l P  

Recommendations in para- 


